ou  \NF0RIV1AT/ 


The  Tolstoy  quote  inside  this  Bulletin,  "The  vocation  of  every  man 
and  woman  is  to  serve  other  people,”  has  been  chosen  as  the  theme 
for  the  1960  Convention  of  The  National  Secretaries  Association 
(International),  to  be  held  in  Pittsburgh  next  week. 

NSA's  choice  is  apt,  because  secretaries  are  dedicated  to  serving 
their  bosses  and  associates.  This  desire  to  be  of  service  moves  most 
white-collar  women.  The  woman  who  types  attractive,  readable 
letters  is  serving  those  who  dictate  them  and  those  who  receive 
them.  The  fast  and  accurate  cashier  is  helping  others.  The  list 
could  go  on  and  on.  Whatever  job  you  hold,  treasure  the  oppor¬ 
tunity  it  presents  for  being  useful  to  other  people. 

On  another  plane.  Bulletin  subscribers  who  share  their  experiences 
with  other  readers  are  serving  their  counterparts  in  offices  through¬ 
out  the  United  States  and  Canada  (and  even  Paris  and  Pakistan). 

Your  editor  is  trying  to  be  of  service  by  offering  the  Bulletin  as  a 
clearinghouse  for  the  exchange  of  ideas  and  information.  To  that 
end,  I  am  on  my  way  to  the  NSA  Convention.  I'm  curious  to  learn 
who  will  be  judged  the  International  Secretary  of  the  Year  and 
the  Best  Dressed  Working  Woman  for  1960,  so  that  I  can  relay 
some  of  their  pointers  to  you.  When  Mr.  Henry  Viscardi,  Jr., 
recently  named  International  Boss  of  the  Year,  addresses  the  group, 
my  ear  will  be  cocked  for  suggestions  to  bring  back  for  you. 

If  any  of  you  will  be  at  the  convention,  I  hope  you'll  look  me  up 
at  the  Pittsburgh  Hilton,  July  18-23.  It  would  be  a  pleasure  to 
meet  you.  Or  if  you  work  in  Pittsburgh  and  want  to  phone  me 
there.  I'd  love  to  hear  from  you. 

Perhaps  the  biggest  benefit  of  attending  such  a  convention  is  the 
inspiration  gained  from  meeting  so  many  women  eager  to  learn 
how  to  increase  their  usefulness.  It's  a  chance  to  see  in  action 
the  rest  of  the  quotation  from  Tolstoy: 

"Life  is  a  place  of  service,  and  in  that  service  one  has  to  suffer 
a  great  deal  that  is  hard  to  bear,  but  more  often  to  experience  a 
great  deal  of  joy.  But  that  joy  can  be  real  only  it  people  look  upon 
their  life  as  a  service,  and  have  a  definite  object  in  life  outside 
of  themselves  and  their  personal  happiness.” 


(or  thereabouts!) 


Copyiight,  1960 
The  Dartnell  Corporation 
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Office  Woman  of  the  Month 


Mr.  Stanley  Nooe,  director,  Arthur  Murray  School  of  Dancing, 
South  Bend,  Indiana  (left),  and  Mr.  William  lohnson,  counselor, 
congratulate  Mrs.  Neta  Hodges,  receptionist,  on  her  selection  as 
"Office  Woman  of  the  Month" 

Neta  Hodges  Puts  Best  Foot  Forward 

For  the  past  18  months,  Mrs.  Neta  Hodges  has  been 
greeting  callers  at  the  Arthur  Murray  School  of  Danc¬ 
ing  in  South  Bend,  Indiana.  Before  becoming  a  recep¬ 
tionist,  she  was  a  dance  analyst  for  a  year.  Her  love 
for  people  and  dancing  makes  this  the  ideal  spot  for 
Neta. 

She  also  likes  to  put  her  observations  about  people 
on  paper.  Some  time  ago,  Neta  decided  that  her 
employer,  Mr.  Stanley  Nooe,  deserved  an  "unso¬ 
licited  testimonial.”  Mr.  Nooe  still  has  the  verse. 

Since  then,  Neta  has  written  two  articles  pertaining 
to  her  job.  One,  an  alphabetical  collection  of  inspira¬ 
tional  sayings,  was  distributed  to  16  other  studios. 
Mr.  Arthur  Murray  liked  the  second  article  so  well 
that  he  sent  it  to  all  his  studios  with  a  note  saying, 
"Here  is  a  release  from  which  your  receptionist  might 
profit.”  Mr.  Nooe's  introduction  and  part  of  Neta's 
verse  that  went  around  the  world  read: 

"Our  receptionist,  Neta  Hodges,  has  used  a  great 
deal  of  initiative,  as  evidenced  by  her  cash  con¬ 
versions  and  the  writing  up  of  some  courses 
missed  by  interviewers.  She  got  up  at  three 


o'clock  one  morning  recently  to  write  this  poem, 

'The  Game': 

"To  all  I  meet.  I'll  be  a  little  sweeter; 

In  everything.  I'll  be  a  little  neater. 

A  kind  word,  a  smile  for  all  I  meet  - 
A  combination,  friend,  that's  hard  to  beat. 

If  I  live  by  this  code  day  by  day. 

Lady  Luck  from  me  can  never  stray.” 

Neta  began  working  20  years  ago.  The  second 
youngest  in  a  family  of  eight  children,  she  worked 
after  school  and  on  weekends.  During  her  second 
year  of  high  school,  her  father  became  too  ill  to  work, 
so  Neta  took  a  full-time  job.  She  believes  that  every 
job  she  has  held  has  been  of  value  in  her  present  post. 
Neta  has  worked  as  a  restaurant  manager,  inspector, 
clerk,  and  assistant  manager  of  women's  ready-to- 
wear.  "Benefits  were  received  from  each  of  these 
positions — they  furthered  my  education,”  she  com¬ 
mented. 

Married  at  18,  Neta  said  that  her  biggest  pleasure 
has  been  "watching  my  daughter  grow  and  mature 
into  a  young  woman.  She  sings  and  dances  profes¬ 
sionally.  She  is  now  nearly  16,  and  although  I  have 
always  worked,  I  wouldn't  trade  this  experience  for 
the  presidency  of  the  United  States.” 

Asked  what  makes  a  good  receptionist,  she  replied, 
"First  and  foremost,  a  receptionist  must  really  like 
people.  The  most  valuable  asset  is  a  good  memory 
for  names  and  faces.  Most  clients  consider  it  a  com¬ 
pliment  that  you  remember  their  names.  This  gives 
them  a  feeling  of  importance.  A  friendly,  interested 
attitude  will  put  your  caller  at  ease  and  make  him 
feel  at  home.” 

Neta  compiled  the  following  list  to  sum  up  her 
ideas  of  the  necessary  gualities  for  her  line  of  work: 

Requisites  for  a  Receptionist 

R  reliable,  resourceful 
E — efficient,  ethical 
C — calm,  collected,  considerate 
E — earnest,  effective 
P — pleasant,  polite,  poised 
T — thoughtful,  tactful 
I — intelligent,  instinctive,  intuitive 
O — obliging,  observing,  original 
N — natural,  nice,  neat 
I — inventive,  interpretive,  ingenious 
S — sagacious,  sincere 
T — trustworthy,  truthful 


to  serve  other  people.- 


Readers  Add  a  Postscript  to 
“Tools  of  the  Trade” 

Contrasting  Experiences 

I  just  changed  positions  four  weeks  ago  and  have 
not  needed  any  new  eguipment.  All  the  eguipment 
I  am  using  is  in  very  good  condition,  and  I'm  satisfied 
with  it.  However,  at  my  former  place  of  employment, 
obtaining  eguipment  or  even  "smudgeproof"  carbon 
paper  was  difficult.  Reguests  were  ignored  or  turned 
down.—  R.  K. 

Going  to  Extremes 

I  once  worked  for  a  man  who  did  not  like  to  pur¬ 
chase  any  more  eguipment  than  a  desk,  chair,  type¬ 
writer,  and  bright  yellow  letterheads.  When  a  desk 
pen  I  ordered  was  returned  to  the  supplier,  I  merely 
ordered  another  and  in  his  presence  asked  that  it  be 
charged  to  me  personally.  I  found  that  embarrass¬ 
ment  is  the  only  solution  in  extreme  cases — and 
believe  me.  I've  met  two  extremes. 

I  know  of  another  man  who  hated  to  spend  money 
for  postage.  He  shared  office  space  and  felt  that  this 
entitled  him  to  the  use  of  the  coffee  bar,  office  sup¬ 
plies,  100  percent  of  the  secretary's  time,  and  postage. 

I  merely  allowed  his  mail  to  pile  up — that  usually  will 
bring  up  the  point  of  paying  for  the  postage.  These 
cases  have  to  be  handled  according  to  their  indi¬ 
vidual  peculiarities. — M.  M. 

Pointed  Out  Lost  Business 

Our  air  conditioner  is  too  small  for  the  space  it 
must  cool.  Ours  is  a  service  business,  so  I  mentioned 
all  the  customers  who  will  not  come  in  during  hot 
weather  because  of  the  inadeguate  air  conditioning. 
The  loss  of  business  that  results  is  worth  checking 
into. — A  Reader 

Quick  to  Equip  in  Texas 

It  is  exceptionally  easy  to  get  new  equipment  (and 
the  best)  in  our  company.  A  few  months  ago,  I  men¬ 
tioned  that  I'd  rather  have  an  executive-type  desk 
instead  of  the  typewriter  desk  I  had  so  that  it  would 
be  more  convenient  for  my  working  papers,  etc.  I 
didn't  use  the  typewriter  often. 

At  that  time,  no  executive  desks  were  available,  so 
I  told  the  supply  man  I  would  wait,  because  the  need 
was  not  urgent.  My  boss  asked  the  supply  man  about 
a  week  later  if  he  had  obtained  a  desk  for  me,  and 


he  said  none  was  available.  My  boss  said,  "Order  a 
new  one,"  and  I  had  a  brand-new,  latest  model  desk 
within  a  few  days. 

Last  week,  I  was  asked  if  I  wanted  a  new  electric 
typewriter.  Since  I  use  the  typewriter  very  little,  I 
didn't  want  one. — H.  M.,  San  Antonio,  Texas 

Moon  Cycles — and  Money  Talks 

When  I  need  office  equipment,  I  wait  until  the 
boss's  "moon  cycle"  is  at  its  peak  and  business  is 
good.  Several  staff  members  tried  to  get  weather¬ 
stripping  around  the  windows  last  winter,  but  nothing 
happened.  I  waited  until  one  of  the  girls  was  home 
with  a  cold.  Then  I  asked  the  boss  if  he  thought  it 
was  due  to  the  fact  that  there  was  so  much  draft  in 
the  office.  When  one  employee  catches  cold,  she  may 
pass  it  along  to  coworkers,  and  lost  time  mounts  up. 
The  staff  members  appreciated  my  efforts. — C.  C. 

Use  Sales  Psychology 

To  get  equipment,  read  Practical  Sales  Psychology, 
by  Dr.  Donald  A.  Laird  and  Eleanor  C.  Laird,  or  any 
other  good  book  on  salesmanship.  There  are  many 
hints  that  will  help  an  office  woman.  For  instance, 
"Superior  salespeople  trill  a  'Good  morning'  that 
warms  up  the  customer.  They  keep  their  voices  UP 
on  the  last  syllable  .  .  .  An  up-voice  holds  attention, 
too.  A  dying-out  voice  can  embalm  a  sale  .  .  .  Ap¬ 
proach  the  customer  from  his  righthand  side,  if  possi¬ 
ble.  Most  people  turn  or  look  naturally  to  their  right." 

Nation's  Business  for  April  included  these  hints: 
"You  can  make  the  boss  listen.  Catch  his  interest 
first,  time  your  proposal  well,  present  a  balanced 
proposal,  learn  where  to  compromise." — M.  E.  F. 

Last  Call  for  Ideal  Coworker  Entries 

August  1,  1960,  is  the  deadline  for  entries  in  the 
contest  on  "What  is  your  idea  of  the  ideal  coworker?" 
Do  you  work  with  someone  who  is  the  perfect  fellow 
worker?  Do  you  have  a  list  of  specifications  for  the 
type  of  person  you  like  to  work  with  best? 

Write  your  views  in  250  words  or  less,  typewritten, 
if  possible  (double  spaced).  Please  give  your  name, 
job  title,  company  name  and  address.  You'll  receive 
a  Dartnell  booklet  for  entering  the  contest.  If  you  win, 
your  letter  will  be  published  in  the  Bulletin  and  you'll 
get  a  copy  of  Efficient  Techniques  for  Remembering, 
by  Dr.  Donald  A.  Laird  and  Eleanor  C.  Laird. 


h 


The  Mailbag 

A  Tip  on  Tipp-Ex 

The  item,  "Kiss  Your  Eraser  Goodby,"  mentioned 
Snopake.  I  am  always  interested  in  new  products  and 
aids  concerning  offices  and  have  ordered  the  trial  kit. 

Just  last  week,  I  noticed  an  ad  in  our  local  paper 
regarding  another  erasure  aid,  distributed  by  Type- 
Out  Corp.,  New  York,  New  York.  I  am  enclosing  a 
sample  of  the  product,  Tipp-Ex,  which  I  like  very 
much  for  white  bond  paper  corrections.  However, 
the  product  isn't  practical  for  carbon  copies  or  for 
colored  papers. — Hazel  B.  McLean 

Thanks  for  the  sample.  It's  fun  to  try  new  products 
and  to  pass  the  word  along  to  other  readers. 

The  Hole  Story 

I  appreciated  the  item  about  stockings.  However,  I 
was  surprised  that  you  did  not  mention  mesh  hose. 
While  they  develop  holes  rather  than  runs,  they  are 
still  wearable  when  the  holes  do  not  show.  In  sheer 
hose,  a  small  hole  is  almost  invisible. — I.  F. 

Footnote  on  Hosiery 

In  connection  with  the  item  on  licking  the  hose 
problem,  I'd  like  to  pass  along  my  experience.  I  buy 
three  to  six  pairs  of  hose  at  a  time.  Mesh  seamless  are 
the  most  serviceable;  six  pairs  will  last  almost  a  year. 
One  important  thing  to  remember  is  to  buy  hose 
large  enough  so  that  they  do  not  bind  the  toes  and 
cause  strain. — D.  L.,  Atlanta,  Georgia 

One- Woman  Strike 

Re  stockings,  I  am  on  a  one-woman  strike  against 
stocking  manufacturers.  After  trying  different  brands 
the  past  two  years,  I  have  concluded  that  stocking 
manufacturers  are  deliberately  making  them  of  poor 
quality  so  that  it  is  necessary  to  buy  many  pairs  during 
each  year.  So  I  am  no  longer  wearing  any. 


Most  working  women  are  married  and  contribute 
to  the  support  of  their  children,  and  the  single 
women  usually  have  a  parent  to  support.  With  all 
the  bills  to  pay,  one  has  to  cut  down  somewhere. 
(I  assume  your  "New  Jersey  Reader"  is  a  woman 
executive,  single,  with  no  one  to  support.) 

It  seems  silly  to  have  bare  arms  and  not  bare  legs. 
Either  the  arms  and  legs  should  be  covered  or  both 
should  be  left  bare.  Although  some  girls  look  slovenly 
or  somewhat  naked  when  they  go  barelegged,  many 
do  not. — L.  J. 

Stepping  on  People's  Toes 

I  enjoy  the  Bulletin,  but  I  must  say  I  think  that  a 
bunch  of  old  maids  must  write  some  of  the  sugges¬ 
tions  sent  to  you.  I  think  a  girl  should  dress  properly 
for  her  work.  It  makes  me  ill  to  see  a  girl  dressed  as 
though  she  were  going  to  a  dance  instead  of  to  the 
office. 

But  this  bit  on  not  going  without  hose  in  an  office 
took  things  a  little  too  far.  After  the  first  time  I  am 
out  in  the  sun,  my  legs  are  tan  enough  to  go  without 
hose,  and  I  do  so  all  summer  long.  I  might  add  there 
is  not  one  thing  about  this  that  makes  me  look 
unrefined. — A  Cincinnati  Reader 

Thanks  for  baring  your  views.  I  have  a  hunch, 
though,  that  "A  New  Jersey  Reader"  is  male  -  judging 
from  the  wording  of  the  note.  If  bosses  prefer  women 
to  wear  stockings,  most  women  will  don  nylons. 


Sincerely  yours. 


Marilyn  French 
Editor 


If  you  have  a  question,  we'll  be  glad  to  answer  it. 
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